Online Tutorial Series
Module Three

The Launch Pad

Features navigation to frequently
used pages.

Help text appears in certain areas to
help you easily navigate the Launch

Pad features.
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E Accela Civic Platform > COSA

Welcome, Patricia

You have 41 Tasks O

CREATE NEW RECORD YOUR PAGES ALL PAGES

Recent e Clear
Record

ZONING-PA-2020-11600...
LIC-STA-APP20-14000083
LIC-STA-APP19-14002013
INV-COM-INV20-22700101
LIC-EMP-REG19-141001 ..
LIC-RMP-REG19-141000...
LAND-PLAT-13-11800185
LIC-RMP-REG19-141000...
LAND-TIA-20-12800001
LAND-AMENDPLAT-19-1...

License Professionals

Contacts

16

@, Filter pages

Click the Launch Pad (#1

shown) to display:

Create New Record link
(#2 shown)

Recent records list

(#3 shown)

Your Pages (#4 shown)
All Pages (#5 shown)
Filter to search for

pages (#6 shown)
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3l =< Accela civiPiatorm > cosa

Welcome, Patricia

You have 41 Tasks S

CREATE NEW RECORD

If you want to create a new record using BuildSA back-
office:

1. Click Launchpad (#1 shown).

2. Click Create New Record link (#2 shown).




Select a record type page

displays.

Click arrow to the

left of a module to open
(ex: Building module).
Click the record-type you
want to create (ex: Sign
Permit Application is
selected).

Create Application link

displays. Click it to access
the Application Intake

form.

2

e P
\_+ Create one Record for all Parcels ./ Create one Record for each Parcel

Select a record type

Search Record Type

> AMENDMENTS ONLY

~ BUILDING
Complaint
Residential - Garage Sale Application
Annual Maintenance Permit Application
Residential Fence Application
Residential Improvements Permit Application

Sign Permit Application

» BUILDING AMENDMENTS
> FIRE

# LAND DEVELOPMENT

» LICENSE

» PROFILE

Cancel Hel Create Application
& App e

Q

Select Module

All Modules



@ https:/faccelatest. cosaroot.csat.bous/Tmode=submit&imodelld=&module=Building - New Record By - Internet Explorer =NACN X

Submit Save without Submit Validate Estimate Fee Reset Cancel Help Y

Record Detail * (This section is required.)
Recard 1D Opened Date

01/28/2020 (=

Application Name
1901 S Alamo

Addresg (This section is nof required.)

Search Clear Get Parcel Address Locator XY GIS Locator GIS v
Primary Address Type Status validated
Yes|w —Select— v —Select- ﬂ
Street # Pre Direction Street Name Street Type Post Direction
—Select—|wv| —Select—|wv| —-Select--|v|
Unit/Suite Leve Building
City State Zip Code

Plat #
check spelling
Lat Long Status
" W
¥ Coordinate ¥ Coordinate --Sele:.-—ﬂ
< >
. LA R AR R R R R R R RRRREERALERELE LR LLELALAE L. LLE AL ALl AL LA L L LAl L R L -

The Application Intake form. Use scroll bars to view form in its

entirety. Complete all required fields.




All Pages

The All Pages list shows available pages the user
has access to. These pages display in two columns,
grouped by category, sorted alphabetically across
from left to right, then up and down. Each page can

be starred in order to appear on the Your Pages list.



Accessing All Pages

1. Click Launch Pad
(#1 shown).

2. Click All Pages (#2
shown).

3. Use scroll bar to
view all categories.

4. Click link to open
category.

5. Click star to the left
of a category to save
as a favorite in Your

Pages.

EAccela Civic Platform > COSA

Welcome, Patricia

You have 42 Tasks O

ALL PAGES

LOCATION
Addresses

Parcels

PEOPLE
License Professionals
Owners

% Contacts

REPORTS

Reports

USER MANAGEMENT

Q Filter pages

RECORD LISTS
Service Request
Building Permit
% Record
TASKS & ACTIVITIES
My Tasks

Activities

= |




EACCEIa Civic Platform > COSA

Parcels

Submit Reset Cancel Help [] Enable Soundex Search

qounty Property |D

_ YOUR PAGES ALL PAGES o Rep| ot

REPORTS
Reports

Use the Search field to find a category (#2 shown). As you begin
to type a category name, the category link displays.




EAccela Civic Platform > COSA

Welcome, Patricia

3

You have 42 Tasks

— YOUR PAGES ALL PAGES Q Filter pages

Clear Cache Escrow Account

Clear Cache (External Partn. .. FEL

Refund Sets

LOCATION RECORD LISTS
Addresses Service Request
Parcels Building Permit

PEOPLE * Record

_ _ —
License Professionals TASKS & ACTIVITIES
Owners 1w My Tasks
% % * Contacts Activities

To select a page as a favorite, click the star to its right. The star’s
color changes to blue and the page will display under Your Pages for

easy access. You may also select it as a Home Page.




EACCEIa Civic Platform > COSA

Parcels
Submit Reset Cancel Help L] Enable Soundex Search
City Parcel # County Property 1D

YOUR PAGES ALL PAGES

Q, Filter pages

@ Record Contacts

Parcels Reports Inspections

Your Pages holds your favorites

(shortcuts) to the categories you've
selected.

Click and drag fo reorder.

Your Pages holds favorite categories you've selected.




Selecting a Homepage from the List of Your Pages Favorites
1. Click the Homepage icon (#1 shown).
 Next time you login to the system, the page will display as your
homepage and is listed as the first page on the main menu (#2

shown).

EACCEIa Civic Platform > COSA

Welcome, Patricia

You have 42 Tasks Q

Record Contacts o

Reports Inspections ft

From the Your Pages favorites, a home page can be set (#1 shown)
by clicking on the Homepage icon. This page displays when you log
into the back-office as the top pinned space on the navigation bar (#
2 shown). It also shows as your homepage.




Removing a Homepage

= Accela ciicPiatom > cosa @ v

Inspections C

Menu  ~ Manage Inspection  ~ Search Route Sheet Show Locations on Map

..........................

Inzpections

To remove a page as a homepage, click the ‘x’ (Close) located on
the upper right-hand corner of the page icon, located on the Main
Menu bar (#1 shown).



Unselecting a Favorite

EAccela Civic Platform > COSA

To rearrange the display

Welcome, Patricia of Your Pages favorites,

hover over a favorite and

You have 42 Tasks {3 hdrag to a new location. |

YOUR PAGES ALL PAGES @ Filter pages

*

Record Contacts

Reports

1. Click Launch Pad (#1 shown).
2. Click Your Pages (#2 shown).
3. Click the star to the right of the favorite (#3 shown). The page is

removed from Your Pages.




Congratulations!

This concludes Module Three

The Launch Pad

/[t s t7/ me to test your recall ee




[EST

YOUR RECALL

The Launch Padis the access point to Your Pages, Create A New

Record, Favorites, All Pages, Recent Records list and selecting a

Home Page. True False

Help text will appear in certain areas to help you navigate the Launch

Pad features. True False

Favorites can be created to access pages quickly. True False
Answers on the next slideeée
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If you answered

Truee to all, you

answered correctly!

Time to begin
the next
mod u |




Organization Change Management Team
Contact Information

Richard Chamberlin, BuildSA Community
Liaison

Patricia Cavazos, Sr. Special Projects Manager
Caryn Moore, Sr. Special Projects Manager

Patricia Rosas, Training Lead and Curriculum
Developer

Jaclyn Corona, Management Analyst
Josh Garcia, Supervisor




